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getting étarted guide

This guide is intended to give new users a practical introduction to the on the SPOT
renewal system for one-stop vehicle registrations. Section One is structured according to
the procedural sequence for issuing a decal to a citizen, while Section Two will cover
administrative functions such as ordering decals and managing users.

The key features and procedures you need to use are included in the Contents list
below. Begin with the checklist to ensure that you have the necessary equipment,
connection, and user rights to access the system.
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Checklist

* Complete, sign, and return the station contract to the Division of Motor Vehicles,
including verification that all requirements are met

* Complete, sign, and return the Utah.gov Network Registration Agreement

* Receive your station/user login ID and passwords

* Have at least one computer workstation connected to the Internet

Getting Started Guide on the SPOT renewal Page 1



Section | — Processing a Registration
Logging In

To log in to the on the SPOT renewal system, enter the following URL into your internet
browser window:
https://secure.utah.gov/rrnwl/station

D4 Please note the “s” following the standard http. The https designation
ensures that this is a secure site, and your customer’s data will be safe

and secure.
The initial screen will be a login page. Use Please Log In:
your assigned username/password to log in
and begin the session. To process a User Name:

registration, you must be logged in as a
workstation.

Pas=sword:

| Lag ln |

Once you have logged in, you will be presented with the standard start page for issuing
decals. It consists simply of two fields — a Plate # and a Vehicle Identification Number
field.

Issuing a Decal

Summary

Log in

Enter customer plate and VIN

Step 1- Enter customer’s emissions and safety certificate information
Step 2- Confirm the decal number

Step 3- Enter credit card information and confirm

Step 4- Print the registration agreement and receipt

The following pages will detail this process which, once you are proficient with it, should
only take 1-2 minutes per customer.

Getting Started Guide on the SPOT renewal Page 2



Step 1

Once you have completed the required Emissions or Inspections tests, enter the vehicle

plate # and VIN into the system.
Enter your customer’s plate and VIN.

Flate:

WIN:
| Continue |

If the plate and VIN are successfully matched in the
system, you will be presented with a screen that displays
the current owner information along with input fields for the
required emissions and inspections certificate numbers.

Inspection Information

P4 Note — if the address or owner
information displayed is incorrect,
the customer can update their
information by calling the Division
of Motor Vehicles at 801-297-7780
or 800-DMV-UTAH

9 Find wour emizsions cedificate f station number

Ernissions Inspection Certificate Number:
Ernissions Station Number:

Date of Emissions Inspection [mrmfddiny:

@ Find wour safety cerificate [ station number

Safety Inspection Certificate Number:
Safety Station Number:

Date of Safety Inspection [mrmfddiny:

7

1]

ck || Continue

D4 Note that the date information must be

Enter your customer’s inspection information where indicated and click Continue.

formatted as MM/DD/YYY. If the month or day
value is a single digit, please precede it with a
0, as in 05/07/05.

After entering the inspection information and clicking on the Continue button, you will
then need to verify the decal number you will be issuing. This is a critically important
step — please refer to the guidelines and decal inventory control procedures provided by
the State of Utah.
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D4 Please note that if you are connected via the Internet to DPS’ new
system, and you enter the emissions data into their system, you will not
be required to enter any certificate information for your customer.

Your workstation will be
assigned a series of decals from
which to issue — these decals
should be issued in order, with
any missing or damaged decals
reported.

If the expected decal value
matches the actual decal to be
assigned, simply check the Yes
button and continue. If it does
not match, you will be required
to select either Missing or
Damaged, whereupon the
expected decal will increment to
the next in the series.

Step 2

Once you confirm the decal
number, you will see a Payment
Summary page. This page is not
subject to editing, it simply
shows the owner and vehicle
information, along with the
applicable fees. Please verify the
information is correct, and press
continue.
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Step 1
Enter Inspection Information

The decal to he issued is presented below. If the decal is correct, please click
Continue. If it is not correct, please select the reasan and click Continue.

The decal to be issued is 060004003

I= thi=s correct?
O ves
O ho
If mo, what is the reazon?

—SELECTOME- v

| Back || Continue

Step 2
Payment Summary

Your customer's registration fees are detailed below. Click Continue to proceed with online
renewal and payment

Customer Information

INGELHEIM BOEHRINGER
1630 E 2430 5 # 267 CitysSt=te/Fip:
1620 E 2420 S # 267 CitysSt=te/Zip:

Mame:
Addrass: ST GEORGE UT 84790
Mziling Address ST GEORGE UT 24700

Vehicle Information

Wehicle Make: FONTIAC Year: 2004
Model MONTANA Plate Number: TATVAZ
“IMHIN: 1GMDUDIETAD122706  Type: PASSENGER

Decal number: 0E000004

Vehicle Location

Address: ST GEORGE UT 84790

Fee Summary Information

Mator Wehicle Assessmert Fee: $150.00
2550

1630 E 2430 S # 267 City!State/Zip:

Registration Fee:
Friends for Sight Fund [$2.00): D {check box if you would like to donste)

Organ Donor Fund ($2.00): [E (check box if you would like to donate)

$175.50

[ Back |[ continue

TOTAL AMOUNT DUE:
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Step 3
Step 3 Customer Credit Card Information

Please enter your customer's personal information exactly as it appears on their credit card
statement.

Once you have verified the payment Fee Summary Information

Summary, yOU WI” then need tO Mot.or Vehicle Assessment Fee: $150.00
process the registration payment RepistriomFee? 2050
using the customer’s credit card. TOTAL AMOUNT DUE: $175.50

Enter the appropriate information

into the fields and press continue. Customer Credit Card Information

Credir Card Account nformation

You will see a confirmation screen — Crecit Card Type: ~SELECTONE- v |'VisA @& B
IMPORTANT — please verify that all R i i spasesordiinedy
information is correct, and press the Expiration Date 01 v |i 2004 ¥

COMPLETE button ONCE - the
processing will take a few moments.

Cardholder Information

Cardholder's Name:

Cardholder's Eilling Address TR30E 2430 5 # 267

City: DES PLAINES

State: UT »

Zip: BO01E

Courtry: United States of America M

Back || Continue

Step 4
Print Your Certificate

Congratulations!
Step 4 You have successfully renewed your customer’s
registration

. with Renewal Express.
Once the payment process is

complete, you will be able to print
the receipt and the certificate. At the

Print Your Customer's Renewal Express Certificate and Receipt:
Registration payment: $35.50

Renewal Express confirmation number: 2005081 5TAx010001

bOttom Of the screen are th ree View your customer’s registration certificate by clicking the button below.
bUttOhS - Se|eCt eaCh one |n turn, Certificate and Receipt Instructions

and pnnt the Customer Cert'ﬁcate + Use the "Prirt" feature on your browwser 1o prirt the documents

and Rece|pt Once they have + After printing use the back button on your browser t return to this page
prlnted’ CIICkIng on the NeW Trouble Viewing the Certificate or Receipt?

Transaction button will take you to e R R R o o e e B e st
the f| rst screen dowrload and install a free copy of Adobe Readsr, click here

« After Sdobe Reader is instaled please test vour confisuration if you have any proklems viewing or printing
the documerts.

You have now completed the
registration process for your
CUStomer Certificate

\ Receipt
MNew Transaction
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Section Il - Administrative Tools

The administrative tools are available for station managers and corporate administration.
These tools allow the station/chain to order decals, receive decals and assign them to
workstations, split decal inventory among multiple workstations, manage users and user

rights, and run decal reports.

Main Menu

Upon logging in as a corporate or station user, you will be presented with the main
menu. From this screen you do all of the tasks outlined in this section. The action

buttons and links are found in the right column.

Main Menu

Assign Decals.

Decal Range Il Begin numilyer

Receive Dacals:

Decal Range ld Begin number

Deacals on Order:

Catalog

2005 Mator Wehicle Decals
2006 Maotor Wehicle Decals
2006 Matar Yehicle Decals
2006 vWatercraft Decals

Order New Decals:

Decal Reports:

Account Management:

Getting Started Guide

Station

Dy CORP
Dy CORP
L CORPY
L CORPY

Endd number

End number

Cuantity
100
200
100
100

on the SPOT renewal

Cuantity

Cuantity

Order date
0407 2005
0407 2005
04072005
041 552005

Action

Action

Actions
remaye
remayve
eI E

FEMOYE
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Assign Decals

Once you confirm that decals have been received, you may assign these decals
between one or more of the stations (if you are a corporate level user) or workstations (if
you are a station level user). By clicking on the link in the right hand column, you will be
taken to a screen asking you for the range of available decals to be assigned to the
appropriate station or workstation.

Assign Decals

Decal Range

Corporation Beginning Numbei Ending Number Cuantity
Oty Test Corpaoration 1 050003001 050003100 100
Station Beginning number Ending number Cuantity
Dkt Station Test 2 05000300 {050003050 ' &0

Okt Test Station 1

| Continue | | Cancel |

Tip — Enter the Beginning Number of the decal inventory in the
workstation you wish to assign them to. Then, enter the quantity to assign
to that workstation. The Ending inventory decal number will be
automatically populated in the appropriate field.

Receiving Decals

Once your decal order has been shipped by the DMV, the decals will show up in your
system as available to be received. Once you have physically received the decals,
simply click on the link in the right hand column, and confirm that you have received the
decals.

Receive Decals:

Decal Range ld Begin number Endl number Chuantity Action
213 050003001 050003100 100 mark as received
219 Q80030001 060030100 100 matk &z received

Once you click on the link, you will be asked to confirm the received decals on the
following screen:
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Assign Decals

Decal Range

Corporation Beginning Number Ending Number Quantity
DY Test Corporation 1 050003001 050003100 100
| Mark as Received | | Cancel |

Decals on Order

The Decals on Order section displays all outstanding decal orders for your station,
including the type, the station, the quantity ordered, and the order date. If you need to
make changes to an order, you may cancel the order by clicking on the “remove” link.
You will then be able to start a new order process.

Ordering Decals

Ordering additional decals is as simple as selecting the Go button from the Order New
Decals section. You will be presented with a dialogue allowing you to select the type of
decal, along with the quantity.

Please complete the entire Order Decals

order process, including the

confirmation screens. Once Catalog Number: 2006 Motor Wehicle Decals
you have submitted an order, Quantity: 100

you will receive a fax order

sheet that must be faxed to the

DMV in order to complete the

ordering process. The order [ Contirue | [ Cancel |
will also be displayed on the
main menu under Decals on
Order.

< Please note that you may not complete a renewal transaction if
you do not have decals in your system. To order decals you must
complete all of the following steps:

Order Decals

Receive Decals

Assign Decals to the Station
Assign Decals to the Workstation

o

Decal Reports

The Decal Reports page will allow the user to view the range and decal status of decals
assigned to your business. The available reports for a range of decals include Ordered,
Issued, Received, Active, Used, Damaged, Missing and Cancelled. The available reports
for the actual decal inventory include Used, Unused, Damaged, or Missing.
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All reports will display in a separate window.

Reports

Range Inventory:

Decal Inventory:

Range Status:

| ORDERED  »

Catalog Mumber: | All Mumbers

Decal Status: | All Status v

Date Range: | 01 w2005 ~|-[04 ~ | 2005 «|

(5o

Managing Users

Under the Account Management section, the administrator can manage the individual
users and workstations within a station or corporation, including changing passwords.

Station Users

Name

Dk STTLH
drrvcorpl
drrveorp
drmvstation
drmwstation?
milosz
sample_ul
Sara
stlwbkst]
stlwhkst?
stlwhst]
stlwlkst?
stationmaster
stationuser
t10

t1

t20

t21
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Change Pagsword

Change Pagsword

Change Password

Change Password

Change Fassword

Change Password

Change Pasgword

Change Pasgword

Change Pagsword

Change Pagsword

Change Pagsword

Change Password

Change Fassword

Change Password

Change Pasgword

Change Pasgword

Change Pasgword

Change Pagsword
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